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JUDICIAL BRANCH OF ARIZONA IN MARICOPA COUNTY 

EMPLOYMENT OPPORTUNITY 
Employees of the Trial Courts, Adult Probation and Juvenile Probation Departments are employees of the Judicial Branch. Positions 

in the court system may be in the classified service subject to the Judicial Merit System Resolution and Rules. 
 

OPEN COMPETITIVE 
 

ADMINISTRATIVE COORDINATOR IV 
 

Position available with Juvenile Probation, Administrative Services Division 
Work Location: 3125 W Durango, Phoenix, AZ 85009 

 
Per A.R.S. § 46-321, APPLICANTS WILL BE REQUIRED TO SIGN A NOTARIZED AFFIDAVIT REGARDING CRIMINAL RECORDS.  CANDIDATES 
WHO COMPLETE THE INTERVIEW PROCESS AND ARE BEING CONSIDERED FOR SELECTION WILL BE REQUIRED TO UNDERGO A PRE-
EMPLOYMENT DRUG SCREENING AND A COMPLETE BACKGROUND/CHARACTER CHECK . 

 
Recruitment Dates              

Monday, June 21, 2004 – Open Until Filled 
 

Salary                         
$13.70 Per hour 

 
Position Qualifications        

Bachelor's Degree in Business or Public Administration or other field related to the specific position and five years of 
administrative experience, or an equivalent combination of education and job related experience, substituted on a year for year 
basis.  PREFERRED:  Experience in government accounting preferred.  Three (3) years of supervising experience.  Familiarity 
with Excel, MS Word, and Access helpful. 
 

Essential Job Tasks            
Supervises, evaluates, and directs the work of the Finance Support Staff.  Monitors production requirements and quality of 
output.  Interprets and works with complex documents and records.  Prepares detailed statistical reports.  Answers telephone 
and responds to inquiries.  Enters data into the computer system and processes paperwork as required.  Attends and 
participates in management staff meetings and conducts staff meetings.  Corresponds both in writing and verbally with 
agencies, the public, and peers.  Interprets departmental policies and finance procedures.  Performs other duties as assigned.   
Position requires the ability to work a minimum of 40 hours per week/80 hours within a two-week time period, demonstrates 
reliable attendance at work, demonstrates appropriate time management skills, and prioritizes a variety of tasks/emergencies. 

 
Selection Procedure            

Pursuant to the Judicial Merit System Resolution and Rules, the Maricopa County Human Resources Department performs 
recruitment, assessment and other personnel functions on behalf of the Court system and its departments.  The Maricopa 
County Human Resources Department reserves the right to admit to the exam process only those candidates considered to be 
the most highly qualified.  Those selected will be scored based on evaluation of listed education and experience.  The hiring 
authority will interview and select the successful candidate from a pool provided by Human Resources. 

 
Filing Process                 

Required County Application Form and Supplemental Screening Questions must be received by 5:00pm on the recruitment 
closing date.  Applications and information may be obtained at the Maricopa County Human Resources Department, located in 
Suite 200 of the County Administration Building, 301 W. Jefferson St, Phoenix, Arizona, 85003-2145.   Teletypewriter (TT)  
602-506-1908,  Recorded Jobline:  602-506-3329.  You may also complete & submit applications via the Human Resources 
website.  Our Internet Address:   http://www.maricopa.gov 
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Note to Employees              

Unless you are a temporary or unclassified employee, you must have successfully completed initial probation before your 
application can be considered.   
 
In compliance with the Judicial Merit System Resoulution and Rules (rev 4/02), Maricopa County employees who accept a 
position with the Trial Courts or Probation Departments will serve an initial probationary period.   
 

What Happens To Application    
Please see our FAQ for complete information on recruitment process. 

 
Equal Employment Opportunity   

IT IS THE POLICY OF THE JUDICIAL BRANCH OF MARICOPA COUNTY NOT TO DISCRIMINATE IN EMPLOYMENT OR THE 
PROVISION OF SERVICES.   THE JUDICIAL BRANCH OF MARICOPA COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER. 
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SUPPLEMENTAL INFORMATION 
 

ADMINISTRATIVE COORDINATOR IV 
PLEASE NOTE:  This form does NOT replace the information requested on the "Application for Employment."  Be sure your application 
and this supplement are both accurate and complete.  Please be aware that work history and job duties listed on this form must be 
consistent with the information listed on the “Application for Employment”.  Furthermore, work history or job duties listed on this form 
which is not consistent with the “Application for Employment” may not be considered.  Information provided on this supplement may be 
used to determine your eligibility for this position.  FAILURE TO SUBMIT THIS FORM ALONG WITH YOUR APPLICATION 
MATERIALS MAY DISQUALIFY YOU FROM FURTHER CONSIDERATION FOR THIS POSITION! 
 
1. Do you have at least five (5) years of administrative experience relevant to this position?  No     Yes     ____ # Yrs Exp 

If yes, please describe your experience in detail. 
 
 
 
 
 
 
 
 
 
 
 
 
2. Do you have experience in government accounting?     No     Yes     ____ # Yrs Exp 

If yes, please describe your experience in detail. 
 
 
 
 
 
 
 
 
 
 
 
 
3. Do you have experience supervising employees?   No     Yes     ____ # Yrs Exp 

If yes, please list years and describe your experience in detail.  Include the number and type of employees (clerical, professional, 
trades, etc.) supervised. 

 
 
 
 
 
 
 
 
 
 
 
 
 
_____________________________________________________  ________________________________ 
APPLICANT SIGNATURE       DATE 
 

 


